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Aboutthis book 

Introduction: Ifit is so easy, why is it so hard? 

Key public speaking terms: The basics 

Self-assessment: Knowyour now 

PART 1. PREPARATION 
Embrace the challenge and enjoy i 

General Purpose: First things first 

An important ingredient: Make a gift worth giving 

Considerthe audience: Horses for courses 

Structure: Follow me... 

Opening and ending: Start and finish with a bang 

Wording: Useyour words right and use the right words 

Simplicity: Throwyour audience a KISS 

Visuals: Show them whatyou mean 

Practice: Dont just think about it 

Checklist 
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PART 2. DELIVERY 
Action! 53 

I. Opening the Presentation: Let the show begin 55 

Openingtechniques: Get your audience on board 56 

Welcomingyour audience: Set the right atmosphere 62 

Introducing yourself and your topie: Whats it all about? 63 

Stating the purpose: Whats your "why" 65 

Relevance to the audience: Whats in it for me? 67 

Timing: How long until you lose them 68 

Providing an outline: Heres the plan 69 

II. Transition Words: The glue that holds it all together 71 

Introducing a main point: The crux ofthe matter 71 

Closing a section: Interim conclusions 72 

Checking understanding: Still with me? 73 

Moving on to a new point or section: Your next stop 74 

Listing and Sequencing: Your ABC 76 

Goinginto details: A closerlook 77 

Introducing an example: The power ofexample 78 

Introducing and refuting counter-arguments: Conflicting ideas 79 

Comparing and contrasting: Spotting the difference 80 

Referring to previous points: Going baekwards 81 

Highlighting information: Shedding light 82 

Paraphrasing and clarifying: In other words 83 

Referring to sources: Your backup 84 

Referring to visuals: lllustrate your points 88 

Handling technical problems: When technology fails 90 

Introducing stories, aneedotes and interestingfacts: Tell me 
a story 92 

III. Closing: Ending on a good note 95 

Signalling the end and finał summary: Lets wrap it up 95 

Summarizing and Concluding: Key takeaways 96 
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Pausing: Let your words sink in 153 
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